Approved For Release 2007OonaeiAsRIRRAS-00869R000100120014-6

Toind Ao Ol Fmae 25X1A

¢ i T RALS

- , 712 June 19L7
L . o . 25X1A
There 1s established within the Budget and Pinance Division a
25x1A | vhich is responsible for the adninistration of the
agency budget progran and the development of the annual budget.

established within thdj I a2 the following 25X1A

operating unita:

l. 0COffice of the Chief
25X1A

Thelir functiocns and responeibilities are as follows:

1. oOffice of the Chief

{a) Provides overall supervision and administrative
direction over the activities pertalning to

the administration of the budget program;

(b} Directe the development of eatimates and pro-

paration of necessary budgetary data;

(¢} Bupervises the preparation of internal reports
as required in the adminietration of the budget

program;
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(d)

Directs the maintenance of budgetary records
and the preparation of reports to the Bureau
of the Budgel covering funds requirements and

porsonnel needs.

an = N

(a)

(b)

(c)

Prepares the annual call for estimates pre—
seribing the specifications to be followed
by CIG organisational units in submitting their
estimates and consults with branches in the

preparation of their annual estimates.

Prepares the annual agency budget document for
presentation to the Bureau of the Budget and

the appropriation commitlees, including the
development of financlal data, drawing up state-
ments of justification and the preparation of
schedules of statistical information, in the

form prescribed by the Bureau of the Budget.

In coordination with operating officials pre-
pares analytlcal reports and estimates of
additional funds requirements in connaction
with the development of new projects or changes

in current programs.
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(d)

Haintains the agency's operating budget.
Contimiously analyses the financial reports

and makes recormendations to the Chief,

25X1A I o-corming the status of

(o)

{(£)

(g)

(h)

agency funda.

l&a:l.ni‘.ad.nﬂl~ budgetary controls over the agency's
appropriat.sd funds. Responsible for the pre-
paration of the quarter;y statement of apportioﬁ;-
ments, “"Request for Apportionment® (Form 1) as
prescribed by the Budget~Treasury Regulation #1,
Revised, and "Requests for Revision of

Apportionments®, (Form 2)

Ascertains the needs for adjustments in allot-
ments of funds and prepares all Advices of

‘Allotment Authoriszation.

Develops allotment account charts and assigns

allotment account symbols to accounts established

within the CIG.

Recomzends methods for recording and reporting
obligations incurred by departmental and overseas
ingtallations, in connection with the administra-

tion of the budgstary program.
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(1) Reviews cbligation instruments and satab-

(x)

lishes and rmaintains budgetary control records
ovar recurring contractual obligations in
conmection with analysee of rates of oblipation
of funds.

Prepares financial and statlstical reports as
required by the War Department, Congressional
comrittees, the Bureau of the Budget and the
Budget Officer, CIG.

{a) MHaintaine the necessary budgetary personnel

®)

{c)

records as required in comnectlon with the
development of the annual agency budget document

and the administration of the budget program.

Préparea the agency quarterly report of personnel

requirements as prescribed by ths Bureau of the

Budget.

Prepares periodic and special reports on personnel

positione and personal services as required by the

Bureau of the Budget, War Depariment and the

Budget Officer including monthly and weekly
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reports reflecting complete distribution of
CIO personnel by type ar}d reglion, and dally
mpar‘w of CIG psraonnel strsngth by organi-
zational unit and type of personnel (vouchered,

unvouchered and military).

(d), Reviews and processes all CIG personnel actions
required for budget purposcs and prepares
monthly reports of obligations incurred for

personal services.

(e} Currently accunulates man years service data
for use in the development of the amual CIO
budget document. Haintains the personnel locator

file on CIO vouchered and rilitary personnel.
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